Employee Timecard
Approval

Step Action

On the left navigation panel, click the clock icon or the Timecard tile:
Yol DASHBOARD

ﬂ. Clock Things To Do Timecard >

NOTIFICATIONS

1 CURRENT TIME : SEP21-0CT 4
° 2:14:43 PM Total Hours 0:00 HRS
Oct9 Congratulations
m You've completed all of your Things To Do tasks.

Click the Approve Timecard button:

TIMECARD MC
TIMECARD SCHEDULE OTHER TIME FEATURES
TIME PERIOD
Your Timecard SEP21-0CT 4
l:l}-_. You have not yet approved this timecard APPROVE TIMECARD
TOTAL TIME WEEK SUMMARY PAY CODE SUMMARY
ekl HOURS ~
SEP 21-SEP 27 40HRS
8 O . O O REG-Regular 80.00 HRS
HRS Week 2 TEL Telecommuting 16.00 HRS
SEP28-0OCT 4 A40HRS

Confirmation

You are approving this timecard

3 In the Confirmation
window, click OK:

To remove approval, click the same button, which will now display Remove Timecard Approval:

TIME PERIOD

Your Timecard SEP 21-0CT 4 v

ﬁ You approved on OCT 2, 2020 9 REMOVE TIMECARD APPROVAL I




